To

3.

| FILED: W}%
Approved For Release 2005/11/21 : CIA-RDP70-002/RED0EIRING TED

RECORDS MANAGEMENT DIVISION
0

A RECORDS MANAGEMENT SURVEY FOR Y UR_OFFICE

I. PURPCSE:

assist you with your records management program.

II, OBJECTIVES:

Ingtall the filing system adopted by the Agency and developed
to meet your particular reqyirements, (See Exhibit 1,)

Appraise the Agency records maintained in your files for the
purpose of establishing the proper organizational level st
which they should be filed,

Assure the proper documentation of the Agency!'s organization,
functions, policies, decisions, proeedures and esgential trans-
actions, This is a responsibility prescribed by law, and it is
the opinion of our legal staff that it was the desire of Congress
to comply with the law, except where compliance would result in
the unauthorized disclosure of intelligence sources and methods,

Consider the most appropriate physical location of the records;
1. e., should the related records at this organizational level
be located in each of several offices or combined and serviced
from a central facility,

Propose appropriate retirement procedures for the periodie re-
moval of insctive records from active office aspace, and their
ultimate disposition,

Review the receiving, recording and controlling of incoming .
communications and suggest improvements,

III, WHO MAKES THE SURVEY:

The survey will be made by one or more trained Records Analysts
who will work with a designated person from your office,

They will acquaint themselves with the existing handling and
filing methods by observing and telking with the individuals
actually doing each job,

They will then review the files to determine the subject of the
material, The extent of review depends on the effectiveness
and type of system in use, In some cases the contents of the
entire folder concerns the same subject and a glance st only a
few pleces is necessary,
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IV, RESULTS OF THE SURVEY:

The Records Analysts will prepere and submit a written report
of their recommendations.

A manual covering correspondence handling and filing and a
classified index for the filing system will be prepered,

The Records Analysts will agsist in ingtalling the system and
training the persomnel to operate it.

Records Analysts will perlodically review the system and recom-
mend changes and additions to the manual based on experience,

V. OUTLINE OF THE AGENCY FILING SYSTEM:

The Agency has adopted the subject-numeric system of classi-
fication and filing,

The main designations under which records are classified and
filed are identifying words used as subject matter categories,
with subdivisions of these categories assigned numerals,

Primary subject categories are listed in alphabetical order
with related subjects grouped as subdivisions of the primary
subjects,

The subdivisions of primary subjects are assigned numerals to
reduce time and effort in marking material for filing,

Additional subdivisions of secondary and tertiary subjects may
be accomplished by the use of & dash and another numeral, See
Exhibit #1,

The subject files are maintained by calendar years,

New folders bearing the same subject name are prepared sach
year and placed in front of the old folders, This will faeili-
tate disposition at a later date.

An alphabetical name index is established to complement the
subject file, This index facilitates reference to material
maintained in the subject file which may be requested by names
of people or organizationms, -
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VI, ADVANTAGES OF THE AGENCY FILING SYSTEM:
Provides employees who have the responsibility for filing
or finding correspondence records, with a basic plan for
their orderly arrangement and maintenance,
Increases the administrative usefulness of our records.

Expedites the'disposition of records when no longer needed,

Facilitates the selection and assures the preservation of
records having permanent value,

Simplifies the training of employees,
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RFCORDS HANAGTSENT 5:RVEY
. hat and Why"

The aprroval of a survey of the recerds of your office is re-
quested, The survey vould be conducted by Records Analysts of the
Records Hanagement and DI'istribution Franch of General Gervices and
would be made for the purpese of recommending such chanpes as may
be necessary to establish approved agency records managaement Dracs-
tic~s in your office,

nriefly, the objectives of this survey are as follows:

1. Install the iling svatem adopted by the Agency but developed
to weet vour particular requirenents, (See exhibit 1.)

2, Apprailse the Agency records maintained in your files for the
purpose of establishing whether certain types of naterial should
more properly be filed at a higher or lovwer organizational level,

3, As a result of Lltems 1 and 2 abvove, assure the proper documenw
tation of th~ Agency's organisation, functions, policies, de-
eisions, procedvres and essential transactions., Thi: is a
responsibility presecribed by law, and it is the opinion of our
legal staff that 1t was the des re of Congress for CIA to com=
ply with the law, except where compliance would result in the
unauthorized disclosure of intellirence sources and methods,
Proper documentation iz important not only from a legal and
historical standnoint but also because of the responsibility
of office incurbents to have records which will give their
successors the advanta-e of experience, as reflected by the

rec OrdSQ

i, 0Oive consideration tn the most appropriate location of the re-
cordsy il.e., should the related records at this organizational
level be physically located in each of several offices or comiined
and serviced from a central Jacility? .

£, Propose appropriate retirement procedures which will provide
for the periodic removal and ultimate disposition -f inactive
records occupying active office space,

6, Review and sugrest improvements in the method for receiving,
‘ recording and controlling incoming commmications,

The usual method erployed in making suweh a survey is to assign
a team of two or more aralysts to the project, depending on the cize
of the office, These analysts {irst acquaint themselves with the
existing handling and filin: methods by observing and talking with the
individuals actually doing each job, The second step is a review of
the filrs which involves scanning to determine the subject of the
material in each of the present folders, The extent of the scanning
of individual folders depends on the affectiveress and type of system
in use, In some cases the contents of ihe entire folder concerns
the same subject and a rlance at only a few pieces is necessary, In
name and organization type {iles, chronolorical files and the general
or miscsllaneous folders in subject files, it is necessary to scan
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each pilece, Determining the subject involves associating the corres-
nondence with previously established subjects or, if not covered by
the established subjects, briefly listing the subject matter, After
the entire file has been reviewed, these listings are used to set up
the »rimary and secondary subjects necessary to complete the sublect
file plan,

Some offices may consider their file material too sensitive
to permit review by our Records Analysts, In such Instances it would
be necessary for the office to assign someone to work with the Ree
cords Analysts, who will assist the asaigned individual in setting
up the _roper subject headings.

Upon completion of the file review, the Records Analysts will
orepare and submit a written report of their recommendations, If
the recormendations are accepted, the Records Analysts will prepare
a manual specifically for that office covering correspondence handling
and filine and including a classified index for the filing system,
They will also asaist in installing the changes and training the
affected personnel to the extent desired, After the chances are rade,
it is desirable for the Records Analysts to periodically review the
system and make such changes and acdditions to the -anual, as are
vroved necessary by experience,

The file classificatisn plan adopted for use in this Agency is
known as the Subject-lumberic System of Classification and Filing.
Tn this system she main designations under which records are classi-
fied and filed are actually identifying words used as subject atter
categories, with subdivisions of these categories assigned nmuerals,
Primary subject categories are listed in alphabetical order with
related subjecis grouped as subdivisions of the primary cubjects,

The subdivisions of primary sutjects are assigned nuverals to reduce
time and effort in markins material for filing, Additional subdi-
visions of secondary and tertiary svbjects may be accomplished by
the use of a dash and another numeral, See Exhibit #1,

These subject files are maintained for a definite filing peried
of one year, At the end of this period, new folders bearing the
sare subject name and identified by year are prepared and placed in
front of the old folders, This will facilitate disposiilon at a later
date, To complement the subject file an alphabetical name index is
established, This index facilitate reference to material maintained
in the subject file which may be requested by names of people or
organizations,

Probably vour filing systemn appears to be working satisfactorily

and you would be reluctant to chanpe, Ve wonld, therefore, like to
briefly point out the advantages of making such a change.
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The adoption of the agency system would provide employees, who
have the regponsibility for filing or finding correspondence records,
with a basic plan for their orderly arrangement and maintenance,

The use of this basic plan throurhout all offices of the agency will
increase the adninistrative usefvlness of our recordsj expedite the
digposition of records when no longer neededs facilitate the selection
and assure the preservation of records having permanent valuey and
simplify the training of employees, ‘

TI5TE:  Auihorization for the Agency's Records Management Program is
contained in CTA Regulatiori
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FOREWQRD

This pamphlet has been prepared in response to
requests for a concise outline of tie scope of the
Apency Records Management Program, It is not in-
tended that it serve as an operating handbook,but
instead, is designed to provide information for
the use of Area Records Officers in presenting the
Program to operating officials and other area per-
sonnel, Accordingly, program objectives and the
methods to accomplish them have been stated in
broad terms.ab-the-inea-Reocerds-Offiecn-toveds

The Guide is written functionally; therefore phases
of the Program are not necessarily outlined in the
order in which they will be undertaken, However,
the Guide will familiarize Agency personnel with
the areas to be covered and will provide the Area
Records Officers with a basis for scheduling the
varioug gteps of the Program, .
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"AN INTRODUCTION TO RECORDS MANAGEMENT

I "
o AL ,j

Records are defined by statute,and Federal agen-
cies are required by law to establish and main-
tain an active and continuing Records Management
Program, Authority to destroy tied® records is
obtained from the Congress through the National
Archives and Records Service in accordance with
its prescribed standards and procedures., In CIA,
this authority is obtained by the Records Manage~
ment and Digtribution Branch, General Services
Office.

Records Menazement is a specialized field of work
and deals with problems and practices relating to
the creation, maintenance, organization, and use
of records in the conduct of current business, and
in the preservation,elimination, transfer or other
disposition of those records which are not current—
1y required or are seldom used. Although the need
for adequate management over the accumilation of
records exists from the time they are created or
received until their final disposition, it is
recognized that it is not possible to have such
menapement absolutely alike in all areas because
of the differences in organizational structure and
substantive functions,

The essential guides and sources of deteiled in-
formation for implementing the Agency Records Man-
agement Program will be handbooks developed in co-
operation with operating and staff officials, In
addition,the Records Management and Distribution
Branch periodically will publish bulletins and
other guldes containing timely information on the
- Brogram,

-

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300140016-5

-le



Approved For Release 2005/11/21 : CIA-RDP70-00211R00.0300140016-5
There are presented in the following sections defi-
nitions and a general outline providging the reader
with an over-all picture of the functional aress
of records management, These areas arg&gb%;e tion
of Records; Organization)aiu Maintenancqgo records;

Seebome ; Disposition of Records; and the Vital

Materials Program,

SECTION 11
DEFINITIONS

! 2

For purposes of this guide, the following defini-
tions apply:

Records include all books, papers, maps, photo-
graphs, films, recordings or other documentary
material, regardless of physical form or charac-—
teristic, made or received by any portion of the
Acency in pursuance of Federal law or in comnec—
tion with the transaction of public business and
preserved,or appropriated for preservation,by the
Azency or its legitimate successor as evidence of
the organization, funetions, polietes, pergonnel,
dscisions, procedures, financial or legal transac—
tions, operations, or other activities, or because
of the informational value of data dontained there-
in,

Non-record material includes library and museum
material made or acquired and preserved solely for
reference or exhibition purposes, extra coples of
documents rreserved only for convenience of refer—
ence, and stocks of publications or processed
documents,
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Formg are printed or reproduced documents with
blank spaces provided for inserting specifiec
information, Form letters are printed or repro=
duced letters to furnish information for repeated
mailings or one mailing to numerons destinations,
Form letters with or without blenk spaces, except
for actual intelligence information produced there-
in, are considered forms, 3
5@#{21;“

Reports are all requirements for writtenwggpQESEir
one time or recurring, established to provide ‘

administrative or management control of operstions,

Corregpondence includes all memoranda, letfers,and
dispatches —operational reperbs) sent to

or received by a person in the Agency in the exe-
cution of his official duties,
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SECTION 111

CREATION OF RECORDS

REFORTS MANAGEMENT

Objectives

1. Elininate and prevent unnecessary or duplicate
reporting. '

2. Insure that instructions, forms, and procedures
for necessary reports are clear and complete to
provide simple and direct reporting methods.

3. Insure that requiréd reports vrovide adequate
data and that realistic reporting intervals
are established.

4. Provide a central reference point for informa-

tion on reports,.

Method of Accomplishment

1.

2.

3.

4o

Conduct an initial reports inventory and estab-
lish reference and analysls files,

Bgtablish controls for the clearance through
the, &R0 of all propogedﬁpeporting requirements.

Review and analyze all new reporting require-
ments placed by the office upon bther CIA ele-
ments and other Govermment agencies.

Analyze all reports prepared by the office to
insure that reports are prepared in the most
efficient manner, and to develop recommendations
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5, In view of changes in organization and re-
quirements, conduct periodic surveys to in-
sure the necessity for each existing report
and the adequacy of Reports Management records.

FORMS MANAGEMENT

Objectives

1. Insure the need for each existing form and
each proposed form,

2., Reduce the number of forms by consolidating
those serving like functions, eliminating
obsolete or ineffective forms, and using
standard Government forms when appropriate, °

3. Simplify, standardlze, and improve essential
forms according to Agency standards.

/.o Insure that forms are reproduced, stocked,
and distributed as economically as possible, -

5, Insure that procedures for use with specific
forms (or groups of forms) provide for
maximum efficiency and utilization of verson-
nel,

6. Provide a centrsl reference point for informa—
tion on forms,

Method of Accomplishnment

1., Gonduct an initial forms inventory and estab-
’ lish reference and analysis files.,

?., Establish controls for the clearance through
the kR0 of all proposed new and revised forms,
ﬁﬂ:% Mo KDY oﬁfm¢§b
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3. Review and analyze all requirements for'forms
and the vrocedures related to their use,

/e In view of changes in orsanization and require-
ments, conduct periodic surveys to insure the

necessity for each existing form and the ade~
quacy of Forms Manasement records.

CORRESPONDENCE MANAGEMENT

Objectivesg

l. Simplify and speed up the preparation and han--
dling of correspondence,

2. Improve the quality of correspondence and ade--
quacy of documentation,

3. Enable faster training and increased utiliza?)
tion of personnel,

4. Create better vublic relations.

Hethod of Accomplishment

le Conduct surveys to determine the types and
volume of correspondence vrepared,

2, Provide measuresfor the continuous review of
corregpondence practices,

Je Develop and maintain uniform correspondence
procedural and style polieies and practices,

/.. Develop and employ the use of rattern para-
- graphs, letter guides, and form letters.
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76, -Develop and maintain quality standerds for
improving letter content and letter writing
aptitudes,

57 Review copy requirements to prevent the pre-
paration of nonessential copies of communica-
tions,.

SECTION 1V et

. P
ORGANIZATION AND MAINTENANCEAOF RECORDS

COﬁRESPONDENCE CONTROL |
Cbjectives
1., Provide for the prompt and systematic flow of

correspondence from originators to action or
information addressees.

2. Insure that action is accomplished within
established time limits,

3. Provide receipt control for the exchange of
classified matter, negotiable instruments, etec,

Method of Accomplighment i

1. Gonduct surveys to determine the types and
volume of correspondence handled, production
rates of machines and personnel, and the proc-
ess steps affecting the flow of work.

. Approved For Release 2005/11/21 : CIA-RDP70-00211R000300140016-5
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2. Develop recommnendations regarding the func- .
tional pezanization and staffing of the office,
correspondence nrocessing steps and teéhniques,
forms, and the utilization of labor saving
equinment.

3. Install the revised system, train area person-
nel in its use, and conduet periodic follow-up
to insure adequacy of the gysten,

REFRRENCE SERVICE

Otjectives

1. Locate file stationg realistically and insure
that the contents of files are adequate for
the reference services required.

Method of Accomplighment,

1. To determine the hest locations for file sta-
tions, consider: The degree to which adminis-
trative responsibility or control is dele-
gated; the possible elimination of duplicate
files; the quality of filing standards desired;
the accessibility of files to users; any re-
strictions on the use of classified materialj;.
and the flow of material to the files,

2, To provide adequate reference service, deter-.
mine: The volume and kinds of vapers filed;
manner in whieh requests for file material
are made; impact of work flow on files; trends
indicative of future reference requirements;
and the adequacy of personnel, supplies, forms,
and equipment,
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3. Develop recommendations, install the revised
system train area personnsl in its use, and
conduct periodic follow-up to insure its
adequacy.

ey

{/ “é MAINTENANCE MANAGEMENT
- g
Objectives

1, Develop a classification plan for the stand-
ardized filing of bothe general administrative
material and records dealing with the opera-
tional activities of the office,

2. Develop filing standards for the orderly main->
tenance and preservation of current records.

3. Provide auxiliary records or indexes (finding
media) to facilitate reference to primary
records.

4. Develop specialized systems for records peftain—
ing to the operational activities of the office.

Method of Accomplishment

1. To develop a classification plan:

a., Anelyze the content of records to deter-
mine definitive subject catesories (primary,
secondary, tertiary, etc.).

b. Apply the Subject-Numeriec System of the
Agency Filing Menual to general admistra- .
tive records, and develop such special
systems necessary for filing records of op-
erational activities, of the office,

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300140016-5
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2. To develop filing standards:

a, Determine what material on specific tran-
sactions or subjects are to be kept together,
the arrangement of folders, and the methods
of labeling folders, guides, and file
dravers,

b, Ingtall revised system, prepare written in-
structions, arrange for equipment and sup-
plies, train area personnel, and conduct .
periodic follow-up to determine adequacy
of system.

3. To provide adequate finding media:

a. Consider volume and complexity of records
and the organizational structure of ares
served to determine type of index or guide
needed,

b. Develop necessary forms and written instruc-
tions to implement the system, and procure:
equipment for its installation,

4+ Analyze operational records to determine the
extent that machine methods and other spe-

cialized forms of record-keeping can be em-
ployed,

EQUIPMENT AND SUPPLIES STANDARDS
Objectiveg
1. Eesdeblish-stendards—Lor-the-—ubilisnbien—ef

fiddngequipment-and. supnlies,
ELLecl stondardization of Fel ng
?7u//bme”7“ anyg /’//”9 \sulb‘b/les.
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Method of Accomplisghment :

1, Conduct surveys, provide guides, and establish
control measures to insure that filing equip-
ment and sumplies.aae—u%%%%ggﬁ;gggo;éiag to
standards promulgated by the Records Manage-
ment and Distribution Branch,

)
P TS

SECTION V.
DISPOSITION OF RECORDS

Objectives

1. Provide for the economical and systematic dis-—
position of Agency records including thelr pre-
servstion, retention, transfer, and disposal
aceording to Federal statutes and regulations,

2. Release high cost office space and filing equip-
ment no longer needed in the daily routine of
business,

Method of Accomplishme

1. Priorj%onducting a records disposition survey,
obtain background information regarding the
organizational structure of offices to be sur-
veyed, their functions and missions, and the
flow of work within and between offlces
concerned,

Y

Approved For Release 2005/11/21 : CIA-RDP70-00211R000300140016-5

-1l~



Approved For Release 2005/11/21 : CIA-RDP70- 00211R000300140016-5

<. Plan the disposition survey, taking into con-
sideration the availability of personnel, and
the size and complexity of the organization.
Determine in advance the basic records unit
to be inventoried (i.,e., whether each sepa-
rate form, or a gro'p of records serving the
same purpose, will be reviewed), and specify
the criteria to be used for describing each
unit of record. Conéider also the possibility
of obtaining information of value for records
management functions other than records dis-
position,

3. Conduct the inventory and record all pertgi-
nent information which will be needed to de-
termine retention periods and the disposition
of records,

4e EBvaluate records in terms of their immediate
usefulness to the Agency for administrative,
leral, fiscal, and other operating purposes.
Clear reconendat:ons with operating offiecials,

5. Develop.records control schedules in the form
of directives to provide for the disposition
of record and non-record material by either
permanent preservation, microfilming, dis-
truction, or transfer to less expensive rec-
ords storage in the CIA Records Center, Ob-
tain approval of schedules from operating of-
ficials and the CIA Records Officer.

6. Maintain records control schedules up to date
in view of changes in organization and re-
quirements,

7. Conduct periodic follow-up to insure that rec-
ords control schedules are adequate and that
the disposition of records is being effected
in accordance with gchedules,
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SEETION VI

VITAL MATERIALS PROGRAM

Qbjectives

1. Provide for the secure transfer, storage, and
ultimate disposition of materials essential to
the Agency on a continuing basis and which in
the event of destruction would constitute an
irreplaceable loss.

1:)'_,»
Method of Accomplishment

1, In collaboration with the CIA Vital Materials
Officer and operating officials:

a, Identify vital materials and determine
their disposition.

R T R a
A‘“:,.’-;_,—’, ¥ L

b. Developﬁgeposit and disposition.schedules,

¢, Initiate the tranafer of vital materials
to the repository.
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Security Information

RECORDS MANAGEMENT BULLETIN

RECORDS VANAGEMENT & DISTRIBUTION BRANCH |
VOL, 1 No, 5 RECORDS_SERVICES DIVISION - GENERAL SERVICES OFFICE _ October 1953

RECCRDS MANAGEMENT PROGRAM GUIDE

The attached "Records Management Program Guide" has been preparéd in
response to requests for a concise statement of the scope of the Racords
Management Program, The Guide not only outlines the functional sreas and
objectives of the Program but also descrites the means whereby these objectives
mey be attained,

The Gulde 1s designed to serve as background information for the use of the
Area Records Officers in presemting the Program to the-operating officials and
other area personnel, It is written functionally and is not necessarily in the
order in which the Program should be undertaken; hewever, it will familiarize
the AYea Records Officers with the areas to be cmrered and provide a basis for
scheduling the various steps in the Program, -

Additional coples of the Records Mana.gément Program Guide may be obtained
from the Records Management and Distribution Branch, Ext,| | Wide STAT
circulation of the Gulde is encouraged,-”

.”'J
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Chief, General Services Office
Attachment:
Records Management Progra.m Guide
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